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Chief, Bupply Pivision, OL
Ewployee Suggestiom Program

1. GENERAL
This memorsndvm prescribes »n_ney, procedures, and responsibilities in
the esteblishment snd sdminmistzation of sn Esployee Suggestion Progrsam.
X1 2. POLICY
— 8. This Office encourages erployee participstiom im the Employee
Suggestion Program snd provides nonetary mr& in recognitiom of
approved suggesticns for improvements in the fields of efficiency,
inventions, seeurity, working eonditions, moty, mﬁh, and pro-
cedures. No swerd may be made, bowever, to any employee for &
suggestion where the regmibmty for the design and inp:mn;utim
of improvements represent & part of the norsal yequirements of the
duties of his position.
e All employees shall be eligible to receive swands mder the
Sugsestion Program outlimed herein., An emplayse serving on the
Buployee Suggestiom Panel will absent hirsalf from the pamel
whenever & swm he originated is being comsidered.
Security considevations dictate limits to oweré forms of
recognition; conseguently, swards will be gramted in & manner
consistent with normel security practices and special security

considerations.
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3. NOMETARY AVANNS

‘8. By lsw, mometery sawards generally may not excesd $5,000. Within
" this limitstion, monstary swards will be granted for tangible and
intsngible benefits. (See Attachments 1 aund 2 for use as & guide
in yecoumending the smount of sn swerd.)

b. If en employes submits s suggestion vhich is considered to have
upplicability to other depertments of the Governzent, sn inter-
departmental swvard may be granted based wpom the sdoption of its
use by other Government &spartments,

ho NON-MONPTARY RECOGNITION

Upon headgquarters epproval, recognition in the form of & letter of

spprecistion for improvements outlined in 2a mey be grantod where

circumstances are warrented, and this type of reccgaition is
dstermined to be more appropriste than a monetary ward.

5. RESPONSIBILITIES

a. ‘The Chief, Supply Division shall be responsible for:
(1) Serving ss the scle point of contect for cammmicstions

directed to or from the| |- | 05X1

(2) Desigmating an Employwe Suggestion Famsl to ecnsist of not
less than three (3) qualified depot cmz.-mas.
(3) Appointing & cmumn of the Employee Suggestion Panel.
(4) Providing an endorsement for each svalustion received and -
farwerding the suggestion file to ths Mesdquarters
Suggestion Avards emtta? for spprovel or disapproval.
2
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b. The Depot Emplayee Suggestion Panel shall be responsible for:

(1) Bvaluating Mﬂm received and foruarding suggestions
asd evalustions to the Chief, Bupply Bivisiom. |

(2) Maintaining sdequate records for the Suggesticn Progrea.

(3) Estadlishing and maintaining iwternmal cpersting procedures
consistent with sescurity considerations involved ia the
Buggestiom Program.

6, TWOING

Paymant for ewayds will be sccomplished from funds svallsble to the
Hesdquarters Suggestion Avards Program. Upon epproving the peyment
for M, the Chatrwen, Suggestion Awards Committes shall furnish
the Chief, Supply Pivision & ehaekto&wnmb of the swvard and
pertiment information regardismg the issusnce of sad receipt for award.
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